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Letter Power! 



SmariLETTERS & FORMS™ Is de- 
signed few writers who know that the 
form ol their message is as important 
;is the m eaaagc 1 tsell. Call up a form tor 
the Idler you want and type In the 
words thai make it fli your situation. 
Art- you unsure of how you want to 
phrase your letter? Call in a sample : let- 
|£r llmi covers I he situation you're 
writing about. 

Fbr each type of letter in Smart- 
LETTERS 6 FORMS™, there is a |iar- 
tially filled out form and a completed 
sample letter that shows the proper 
format and possible wording. On each 
form . there are labeled blan ks that tell 
you what lypcol'liilbnuuiinn to Insert 



there. Everything you need to create 

the perfed lei \Xtr is at your fingertips! 

When your letter is the way you want 
iL store it on a blank data pack or disk. 

faint out copies as needed on vour 
ADAM'" printer, using the paper or 
cards of your choice Use your Imagi- 
nation and creativity to produce pro- 
fessional-looking results. 

Want a break from high-tech? Call in 
the Smarll.F.TTERS & FORMS™ 
story mode and read a story- con- 
structed from the sample letters. 
SmanLETTERS& FORMS™ isn't just 
a computer utility. It's fun! 



Getting Started 




POWER SWITCH 



INSCRT DIGITAL DATA PACK 



COMPUTER RESET BUTTON 



DO NOT REMOVE DATA PACK OR DISK WHILE DRIVE IS OPERATING! DO NOT 
TURN POWER ON OR OFF WHEN A DATA PACK OR DISK IS IN THE DRIVE! 



Here's how to load SmartLETTERS & FORMS - into your ADAM" 

1. 1brn ADAM"* on by pnrssing the 
power switch located at the back ol 

your printer. 

2. Turn your tekvision or monitor on. 

3. Insert vour SmanLE'lTE-KS & 

FORMS" DiiiHM] I>mih |V..k «m disk 
into one of the drives. Close the drive 

door. 

4. Press the CompulcrRcsel Bullon. 



5. \biirSmartI.ETTERS& FORMS'" 
program is now loading. When the 
SmariLETTERS &• FORMS™ TUlr 
St rirn appears. Ihe program is ready 
to use. 

6. Now you're ready In select your 
letters and start typing; In the infor- 
mal km, 



CAUTION 



Your digital data packs and disks are sensitive. Keep them 
nw.iy from magnets, your ADAM'" prlnlrr. TV set. telephone 
or any other electrical device. Protect them from dust, water 
and rxlrrmr temperatures. 



COMMAND KEYS SIDE B 

BACKSPACE KEY 



ESCAPf KEV 




KEYBOARD CHAffACttR KEYS SPACEBAR CURSOR CONTRCX -l-AL 

KEY$ 



1. SmartWriter™ You can use 
many <>f the SrnartWTtter™ com* 

11 lands and functions ulih tout letters. 
Vou can Search. Store, luscrl. l'ruil, 
Deleteand trndo. However, you cannoi 
'get" flies from another program, you 

cannoi use move/copy or clear 

and youcannot alter your margins or 
screen presentation. If this presents* 
problem, store your form on n blanh 
d Isk or digital data pack. Then call up 
SmartWriter" 1 ' and get ymir form In 
take full advantage of ADAM's™ word 
].[.■ ess.. i 



2. Smart Keys The six Smart 

Keys located aermsthc lop of votirkcy 
Ixvard rruitch the six Smart-Key labels 
ihal (tppe&f Ml tin bottom ol your 
screen throughout the Smart- 
LETTERS & KOKMS M program. Use 
these krys lo carry out the Various 
commands and functions described In 
this Instruction guide, Don'i worry it 
you hear a buzz when you press one of 

the Smart Keys. That's ADAM" 1 

telling you thai you can't carry oul the 

in iu Hon yon had in mind, at the time 
VOU pressed the Smart Key. 



Selecting Your Letter 



SinariLETTERS & FORMS'" has tlie 
right letter for you? The Smart-Key 
labels give you a rhoiee of Iburc-ollec- 
Hoim ul Icnera and a stor>' option (see 

page 12 lor Stories). Press the appro- 
priate Smart Key to sec the directory of 
letters from which you can choose tin- 
exact letter you want. (See (he Direr- 
lory on page 13 o! this instruction 

guide for a complete list of available 
letters In each category.! 
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SmartLETTERS& FORMS 1 "" 

Selection Smart-Key labels 

Social Letters 

Press Smart Key II to sec the Directory 
arSnc'iul Uiters. StxMnllellcrs Include 
formal and informal imitations, thank* 
you notes, notes of sympathy and con- 
gratulations. Checkout thc'llst! You'll 
find Just the form you need for all 
your personal communications. 

Letters to Businesses 

Press. Smart Key III to see the Directory 
of IVrsoiial Business U'llers. We've in- 
cluded resumes, complaints, letters re- 
questing appointments, arid many. 

many more. Uuslnesses will pay alien 

tion to your correspondence because 
vour format will fit the words. 



Check Lists 

Press Smart Key IV to see the Dlrec 
lt)r>' of Check Lists. Everyone is a list- 
maker ai one time or another. With 

this selection of Check Lists, you'll In- 
sure to remember all those things you 

would hate to lorget! 

Cheek Lists lire Inventories of charge 
cards, valuables, or the contents of 
your safe deposit box. There are pack- 
ing lists, lists of things to do In-fore tak- 
ing a vacation, even a "things to do for 

your car" Hal. This could easily be Un- 
handiest part of SmartLETT ERS & 
FORMS'- 
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Miscellaneous Letters 

Press Smart Key V (o sec I he Dirrctory 
oi Miscellaneous Letters. These include 
letters of opinion to ihc president, leg- 
islators, and newspaper editors. Nai- 
urully. you can create an agree or a 

disagree letter for each! 



We have also included letters thai an- 
nounce the formation ol your club, re 
quest donations, own a HOST Id excuse 
your child's absence from school. 
When the college years arrive, your 
child can use the forms in this cate- 
gory to rcquesl college ealiilogues. 
transcripts, and recommendations. 
Good old Miscellaneous! 

Getting the letter 

Onccyou select a dircctoryr use the up 
and down arrow keys to move the 
poimlcr to tin- Idler or checklist you 
want. You can scroll down the list to 
see more choices when you reach the 
bottom of the screen. When the 
pointer is beside the one you want. 
press the GET Smart Key. In a few 
seconds, the form will appear on the 
screen. Suppose you don't like the 



choice you made. Press the LETTERS 
FORMS Smart Key to call up the 
SOWrtLSTTERS A FORMS™ Selec- 
tion Smart -Key Labels again. 

POINTED 



IT ,r . ' ,' . . II II , Ci • 

t\«R.OVM:NT 

— PESUvlE. »«or-*j_aQcyu. 
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— cqvep letteo with r£3un« 

-- FtUULfl MLOJMVtNDAriDr* 
-- 't-AJ^CB. "CCCMKi^NCATiaN 
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-- ACCEPT «CB CFEF* 
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SMARt-KEY LABELS 



Using Your Letter 

Proper form form label 

Take a look at the form tor the letter 
you requested. The label at the lop 
should match what you requested 
from the directory. Deneath tills is the 
form Itself. 

All forms COtttitf of tcxi and labels. You 
can overslrfke or delete any text in the 

form, and you can insert the 
information indicated by the label. Vju 
can't delete or ovcrstrikc a label, 



TEXT 




.... . ,. 



LA BE. 



m 9vna a ar-ncr party a-«3 l / 
ot. |urrat« d 






■ t . < ■>. 



ann» , j***u ;t 



i.t-t T^ Sfrv Lr*Tro- 



MOVING WINDOW 

Where's the rollei? 

Welcome lo ADAM's™ moving win- 
dow dls play! The . ':iiillar roller Is 
gone, and the cursor is in the uppcT left 
corner of the text. You can use the 
arrow keys lo move the cursor to any 
text character on the screen. What's 
more, you can scroll lo lext above, 
below and to either side of the screen. 
This is ADAM's™ moving- window 
effect. The screen becomes a window 
over vour text. Let's see how it works: 



UFI HORIZONTAL RIGHT 

MARGIN MARGIN! MARGIN 

MARKER CURSOR INDICATOR MARKER 




MOTS C-A-FI* 



REIURN 

- ADDRESS 



Z_2 
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. ttata nuM 
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LMa 



•» i — ' - •no » 



o<* canary -a* pevr<Ba 

Sacauaa> al I a ' ;*«■•..« *Tac*.| 
W"» -airO*- to [COt^atx* *r.eco)« 
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Willi a form on screen, use the* right 
arrow key to move your cursor to the 
rightmost character you can see on 
the screen. Now press the right arrow 



key again. Your cursor jumps to the 

left lour spaces, and lour more 
characters appear on every Itne on the 
right. Now look at the left side of your 

screen. The first four characters on 
every line are gone. 

Keep pressing the right arrow key, but 
watch ihc horizontal margin indicator 
as you do. Stop just before the horizon- 
tal margin indicator hits the right mar- 
gin marker. Now press the right arnw 
key one or two more times. Your win- 
dow la bark to where it Muled The 
horizontal margin indicator appears 
on the left margin marker. Your text 
cursor appears on the leftmost text 
space, but on line two 

Scanning your form 

\nw thai you understand how moving 
window' works, here's a trick of the 
trade: If you want to scan an enure let- 
ter, beware Return Symbols! 1 lolding 
the right arrow key down will move 
your cursor through the form quickly, 
but if the cursor hits a return charac- 
ter, watch out! The cursor Jumps to die 

next line. Just as if it had hit the right 
margin, lb avoid this "Right Margin 
Efleel" of return characters, move your 
cursor slowly on a long lext line. When 
you come loa return character, press 
the down or up arrow and then move 
the cursor past the return character. 



TEXT EDITING 



TEXT 



.ABO. 



You may use the SmartWriter™ 
text editing functions available to 
you. including overstrikc. back- 
space, space bar. delete and cursor 
movement with arrow keys. 

Front and Center 

SmartLETTERS & FORMS™ has 
added a special feature for use in 
formal Invitations, announcements, 
acceptances and regrets: the CEN- 
TER Smart Key. Just move your cur 
sor to anywhere on the line (o be 
centered and press the CENTER 
Smart Key. The line you selected will 
appear centered on thescreenandit 
will print centered on your paper. 

Repeat ihis process for each line in 
the form thai you want centered. 

LABEL EDITING 
Insert! 

Ri mnnln i you must .used intnliiiii 
tlon in the labels. The best way to do 
this is by pressing the TAB key. Your 
cursor goes to the next label in the 
form, and ADAM™ automatically 
cnlers the Insert mode. The other 
way to insert label information is to 
use your arrow keys to move your 
cursor to any part of a label and press 
the INSERT command kcv. 



i :- < H 



=3 



T>«r«i you on --u3l» 'or me aivet-_ 



*&s 



TEXT 



j»;w 



When ADAM™ is in the Insert mode, 
all text to the right of your cursor dis- 
appears. ADAM™ creates a blank 
line above your t exi line, and th e label 
bounces, into this blank line. Here It 
reminds you of the type of informa- 
tion you should enter. 

Finishing touches 

Press the DONE Smart Key when 
you've finished inserting text under 
the label The label and Ihe blank lint- 
above your text line disappear. The 
rest of the text of the letter reappears 
with the inserted text. The Text Edit- 
ing Smart Key Labels return to the 

screen. You are no longer in Insert 
mode. 
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Next! 

Press the TAB key lo move your 
cursor lo the next label. When the 
cursor arrives at the label. ADAM™ 
automatically enters the Insert 
mode. Type In your information and 
press the DONE Smart Key. Just as 
before. 

If you don' t want to type the informa- 
tion called for ov a particular label, tab 
lo It and press "the DONE Smart Key. 
The label will disappear, and will not 
be printed orstored with your letter. If 
you don't remove the label In ibis man 

ner. ADAM™ will print or store a space 

for each character in the label. Cheek 
your form for stray labels before start- 
ing the print or store functions. Re- 
member, you can't delete or overstrikc 
a label. 

Samples! 

Would you like to see how a profes- 
sional writer would write a thank you 
note? Press the SAMPLE Smart Key. 
ADAM™ replaces your form letter wllli 
a professionally written letter based on 
the form you selected. When you're 

done looking, press the FORM Smart 
Key to return to your form letter. You 
might want to have the sample before 
you. as you compose your own letter. 

Just press the PRINT command key to 

print out the sample letter Isee PRINT- 
ING & STORING). 
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Escaping 

Just as with SmanWritcr""'. you can 
press the Escape/WP Key to stop un- 
wanted word processing functions. 
Pressing Eseape/WP while a form or 
sample appears on the screen termi- 
nates the function underway. The Text 
Editing Smart-Key Labels will return 
to 1 lie screen. 

Is 11 right? 

Check your form before you print or 
Stor*. Did you Jill in each label? Are 
there any return symbols where you 
don't want them? Are there extra 
spaces in the text? Give your I sxt Ihc 
once over before you cornmi t it to paper 
or storage. Use the Smart Writer'" text 
editing commands to perfect your 
form 
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Printing & Storing 



It's a printl 

Whin you're satisfied with a Idler 
you've typed, you'll want to print it out 
and see the result of your work. Insert 
your paper or card into the ADAM™ 
printer. Press the PRINT command 

key, t hen press the PRINT Smart Hey. 

Thai's all there is to it; If you want 
ADAM 1 ** to stop priming, before ihe tet- 
ter is finished, press- the STOP PRINT 
Smart Key. lb continue printing, press 
the HUNT Smart Key again. The 
ADAM™ printer stops automatically 
at the end of vouir let ten and the Smart- 
LETTERS & FORMS™ Selection 
Smart-Key Labels reappear. 

Save it for a rainy day 

Vbu can also store your form or sample 
Idler on any blank disk or digital (kiln 
pack. This is useful if you wish to 
change margins, labs, or line spacing, 
or if you wish to work in trie Smart- 
Writer"* standard format. Once Ihe 

form Is stored, ynu ran also eall II Into 
Colecos SmartFILER 11 " or ADDRESS 
ROOK A ALTO DIALER™ programs. 
There you can combine the form with 
trie database of your choice In a mail 
merge (sec the instruct ion guides for 
these programs for details). 



To store, remove Ihe SmartLETTERS 
& FORMS™ disk or dala pack from 
the drive and insert your blank disk or 
digital data pack into ils drive. Press 
the STORE/GET command kiy, then 
press the STORE WORK SPACE Smart 
Key. ADAM 1 " stores the Idler auto- 
matically. (Von can also store samples.) 
When the storing process is over, the 
SmartLETTERS & FORMS- Selec- 
tion Smart-Key Labels reappear. 

(For more information on pri nting and 
storing with your ADAM™ printer. 
refer to Ihe Smart Writer™ instruction 
guide.) 
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Story 



The stories of your life 

Lrl ADAM"* weave a s-lory for you oul 
of sample letters. Press the STORY 

Smart Key to see a directory of stories. 

Use the up and down arrow keys to 
move the pointer to the story you want. 
Ihen press the GET Smart Key. 



as 
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Next episode 

When you finish reading the story 
letter on the screen, press the NEXT 

LETTER Smart Key. ADAM™ pre- 
sents th e next letter in the story If this 
Is the last letter in t he story, the direc- 
tory reappears, and you can seleet an- 
other story. Or. anytime yon wish to 
slop reading stories and use Smart- 
LETTERS & FORMS*, press the 
LETTERS FORMS Smarl Key. The 
SmartLETTERS & FORMS™ Selec- 
tion Smart-Key Labels reappear. 

V.S, Pressing the Esca|x:/WP Key In 
STORY mode has the same effect as 
pressing the LETTERS FORMS Smart 
Key. 
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Directory 



Social Directory 

Invitation 
Formal 

Informal 

Dinner 

Parly 

Graduation 
Bridal Shower 

Acceptance 

Formal 

Informal 
Regret 

Formal 

Informal 

Thank Vou 
Gill. General 
Gift. Anniversary 
Gift.Birlhday 
Dinner 
Favors 

Siay in Home 
Condolences 

Bridal Thank You 
Gift. Money 

Qlft Object 

Congratulations 
General 

Praise 
Genera] 
Job Well Done 

Announcement 

Birth 

Wedding 
Sympathy 

Disappointment 
Illness 
Death 
Formal Reply 



Business Directory 

Employment 
Apply. Unadvertiscd Job 

Resume. Chronological 
Resume. Skills 

Cover Letter wiih Resume 

Request Recommendation 
Thanks. Recommendation 

Follow-up Reminder 

Accept Job Offer 

Reject Job Offer 
Request Information 

Information. Product 

Information. Services 

Information. Gov't 

Medical Records 

Free Materials 
General 

Thanks fo a Business 

Confirm Ijosi Credit Card 

Request Credit 

Explain No Etayxneat 

Receipt 
Complaint 
Product 
Lemon Car 
Goods Not Received 
Services 
Returning Merdiandtse 

Bill 

Appointm ents 

Making Appointment 
Cancel Appointment 

Accommodations 
Making Reservations 
Caned Reservations 
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Directory (Continued) 



Offer 

Acceptance 

Rejection 

Counteroffer 

Order 

Bargaining Letter 
PI nee Order 
Inquire. Status of Order 
Cancel Order 
Return Merchandise 

Check List Directory 
General 

Shopping List 
Important Dates 

Legal Papers Inventory 

Safe Deposit Inventory 

Charge Accounts 
Household Inventory 

Valuables 
Vacation 

Before You i/ra\\\ Check 

By Car. Check 

By Car. Pack 

Overseas. Check 

Overseas. Pack 

Summer Camp. Pack 
Camping. Pack 

College 

Pack List 
Moving 

Before • You U*avc 



Miscellaneous Directory 
General 

Change ol Address 
Letter to the Editor 
Opinion to the Presidcni 
Support Stand 

Oppose Stand 

School 

Explain Child's Absence 
Explain 1-ate Homework 

College 

Request Catalog 
Request Application 
Request Rironinitnihilinii 
Request Transcript 
Thanks After Interview 
Accept Admission 
Reject Admission 
Request Ijmvi' ol Absent r 
Club or Organization 
Formation 
Invitation to.Jnin 
Meeting Announcement 
Recommend Membership 
Resignation 
SoliclUng Donations 

Stories 

The Little Angel 

The Inventor 

The Obsession 

The Second 1 lonevmoon 
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90- DAY LIMITED WARRANTY 

Coleeo warrants In 1 he original consumrr pi in- baser in I In- United States of America Uiul till* digital 

data t>.nk ui disk will be Irce ul delects In inuu-nul or workmanship lor SO days Irmn ihr dale of 

pun-hase under normal In-houw- use. 

t'oleco's sole and exclusive Itablll t v for detects in material and workmanship shall tac limned lo 
repair or rcplaeement a» nnauihrtrlged Coleeo Service Sialion Tin* warrnnty does not ubiltfatc 
Coleeo lo bear the cost of iransportation charges In connection with the repair or replacement of 

CteJtailnpwtti 

This warranty is invalid if the damage or drier! is caused by are idem, aci of God, mnsumrr abuse, 
unauthorized altera! Ion or repair, vandalrwit, m nnvisr 

Any implied warranties arising out of the sale of the digital data packs or dinks in- 
cluding the implied warranties of merchant ability and fitness for a particular pur- 
pose are limited to the above 90- day period. Coleco shall in no event be liable for 

Incidental, consequential, contingent or any other damages. 

Thla warranty inves yu specific legal nubia, und yuu may haw other rlRhw which vary from SiHtr 
lo but it. Some slates do not allow tin; exclusion or llmltalionol Incidental or consequential damages 
or lluiilaiiiinsnn how Ionian Impllrri wirr-mv lasts so ihr above limitation* or nclmmmmav 
not apply to you. 

SERVICE POLICY 

Please read your m. nm.i I r.u.-tuii y before yslntf the product, If yuur dluiial data jwek or dish un- 
to operate properly, please refer to the iniubltvsrmotlngchcckhst In the Owner's Manual for your 
particular vldmH>*tcm. If vmi cannot corrm the m^ 

checklist, please call Customer Sen-ice on Colecos loll-fire service hotline: l-SOO-842-1225 
nationwide This service is in opemtion from 800 am. W IO;0p p,m. Eflsirni Standard Time. 
MotuLuy through Friday. 

1 1 1. 'j'.ti imi'i Service ■ udv Ihth you In rrlurn ynur digital d.it.i pack or disk pirate return il iiuslugc 
prepaid and insured, with your name, address, proof of the dale- of purchase, and a brtcf description 
rtl'ihr pmhlcm lo the Service Slatfcin you lwvr Iveiulln-rtcd lo rt'lurn It to by ihf tolMree service 
iiiii.Tiii.KH.ri If your digital data pack or disk Is found to be lactory defective durmft ihc first 90 days, 
it will be repaired or replaced ai no cum to ynu, If the digital daia pack or disk n found 1 u liavc been 
consuiner damaged! or abused and there lore not covered by the warranty, (hen you will be advised. 
ln ad vnncr, rtfrp|iairi"-osiK 

[f you r digital da la pack or disk requires service after expiration of the 90 dav Limited Warrant v 
per Kiel, please call Coleco'tt loll-Ircc service boillne lor Instructions on how to proceed: 1-flOO 
S42- 12266 nal lonwidc. 

IMPORTANT: SAVE YOUR RECEIPTS SHOWING DATE OF PURCHASE. 
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The Disk Version 

The disk version of Smart LETTERS ft FORMS'" is divided into two disks. 

Disk One contains the SmartLETTER & FORMS'" program and all let- 
ters Included In the Social and Check Lists categories. Always use Disk 
One to load SmartLETTERS A FORMS™ Into your ADAM™. Disk Two 
contains all letters Included in the Personal Business, Miscellaneous, 
and Story categories. 

Load Upl 

Loud SmartLETTERS & FORMS'" 
using Disk One only. Do not at- 
tempt to load the program from 
Disk Two. Follow these steps: 

1. Make sure no digital data packs 
or disks arc In any of the drives. 

2. Turn on your TV or monitor. 

3. Turn on the Disk Drive by 
pressing the power switch on 
the front of the drive. 

4. Turn on ADAM'" using the 
power switch located at the 
back of the printer. 

5. Open the disk drive latch, insert the SmartLETTERS & FORMS'" 
Disk One with label facing up and write-protecl notch to the left, then 
close the latch. 

6. Press Computer RESET. 

Remember, do not attempt to remove the disk while drive is operating. Do 
nol turn power on or off when a disk Is in ihc drive. Consult your Disk Drive- 
Owner's Manual for more Information. (over| 




INSECT DISK ONE 



Getting the letter 

Once you select a directory, use the 
up and down arrow keys to move 
the pointer to the letter or check- 
list you want. You can scroll down 
the list to sec more choices when 
you reach the bottom of the scree n. 
When the pointer Is beside the one 
you want, press the GET Smart 
Key. 

DISK ONE 




Remember, the SMARTLETTERS 
& FORMS'" program is divided into 
two disks. If you press the GET 
Smart Key to call In a form that Is 
not on the disk you have In the 
drive. ADAM'" displays the follow- 
ing message In the Smart Key mes- 
sage area: PLEASE INSERT DISK 
(disk number) AND PRESS THE 
GET SMART KEY AGAIN. 

If you have the right disk in the 
drive, the form will appear on Ihe 
screen in a few seconds. 
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SmartLETTERS & FORMS'" 
Selection Smart-Key Labels 
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